The Virtual Gateway: EIM/ESM

- Cost Reimbursement SDR

Job Aid

Locate an
Invoice

To locate an invoice:
1. Select the Billing module.
2. Select Invoice Search from the navigation bar.

The Invoice Search page appears.

Home | Clients | Case Management | Authorzations | Bllin

Current Location: Billing: Invoice Sesch

[FFENN Invoice Search

» Claim Search

| Contracis | Credentlals | Repon | Help

= PRC Sanreh At beast one search critaria must b entered

» Add Professianal Claim Activity Name: [ Fiscal Year: [

a Add Instinutional Clalm

» Invoice Search » Date From: [ B Date To: [
R T T —

Invoice Search Vandor Customar Code: Vendor Contract Numbar: [

» Ready Pay lvoice - ]

Saarch Payment Referonce Numbes: —————

s Explanation of Bonofits -
o) Invoice Status: [Seluct Balow -

» Batch Adtharize Claims
= Sarvice Dalivery Ropen

Mi Add Ivvoice

3. Enter search criteria.

4. Click _2€arch

The search results appear below.

Search Results

Famity Support 010172007 01/31/2007 ABCSS9

DMRCLNTENROLL

| Display 1 to 1 of1|

5. Click an Activity Name link.

The Invoice Summary page appears.

T [

[ Invoice #4397
» Summary 3
|+ Personnel Summary Update Invoice

» rvcice ARssasmant
= Wrvsice Noten
[+ trrvce Dewenry Bepoet

Corperate Neme: | AAA Proveier Drganirsn
Vendos Customer Code: | ABCER

Saate Agency Name: | DURLHern Share Oftes.
Irvoice Status:  Deal

Servics Contract Number: | DURELITERRDLL Sel¥ice Contract Armmonieny

MumBer:

Wimrs Sprio: | SUOLGOOT . 112081 b e el s B
Suppartieg pom v I

Reference liumber: Description:

Wrotsem Typer: Baguar

| ET00A0 $195200.00 W $195.200.00
sas4 Locespasey (201 Freeem | w0012 w0 12 w40 w001z
[ [Toeal 08| swree0iz|  sisss00ir 00|  sieasoiz
I—:ﬂ! you heretry @ the “Authonis” of “Felmase” butlon below, You are Groveing data Mal & compiete and
| P B0 e you T

Eave invoice. Relesseiwoice | Delete voice |
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The Virtual Gateway: EIM/ESM

- Cost Reimbursement SDR Job Aid

Create a To create a CR SDR:

CR SDR 1. Select Service Delivery Report from the navigation bar.
The Cost Reimbursement SDR page appears.

‘Current Location: Billing: Invoice Search > Invoice summary > Cost Reimbursement SOR

Invoice Invoice #4397

» Summary

» Personnel Summary Cost Reimbursement Service Delivery Report
» Invoice Assessment Contract

» Invoice Notes \dentifierumbor, | DMRCLNTENROLL

Contract Type: COST
| » Service Delivery Report B Billing Period: |01/01/2007 - 01/31/2007

No SDRs available for this Invoice

Add New Cost Reimbursement SDR

2. Click Add New Cost Reimbursement SDR

The Cost Reimbursement SDR Add page appears.

Current Location: Billing: Invoice Search > Invoice Summary > Cost Reimbursement S0R > Cost Reimbursement SDR Add

invoice Invoice #4121

» Summary

» Personnel Summary Service Delivery Report

» Invoice Assessment Contract

» Invoice Notes \dentifierlumber: CMRCLNTENROLL - 2007 - CT

Contract Type: COST
» Service Delivery Report P

Billing Period: 07/01/2006 - 07/31/2006

Activity Code: ||Select Below -

Select Activity

3. Select an activity; click Select Activly |

The Cost Reimbursement SDR page appears with the CRSDR in Draft status.

‘Current Location: Billing: Invoice Search > Invoice Summary > Cost Reimbursement SDR

invoice Invoice #4149

» Summary

» Personnel Summary. Cost Reimbursement Service Delivery Report
» Invoice Assessment

T Idenl"‘er‘.,i“'m"::r“:' DMRCLNTENROLL - 2007 - CT

Contract Type: COST
» Service Delivery Report »

Billing Period: | 010172007 - 01/31/2007

| 2176 - Famiv Support [} Draft

4. Click an Activity Code link.
The Cost Reimbursement SDR Summary page appears.

‘Current Location: Billing: Invoice Search > Invoice Summary > Cost Reimbursement SDR > Cost Reimbursement SDR Summary

Service Delivery Report Invoice #4149
» Service Delivery Summary P
» Service Delivery Header Cost Reimbursement Service Delivery Summary

» Service Delivery Pattern Contract Identifier Number: DMRCLNTENROLL Contract Type: COST
e Billing Period: 01/01/2007 - 01/31/2007

=Sort By: | Client Name ~|  Sert

Megantwo |HERL i’:g‘;‘o’m’a‘ozﬁ:‘:‘f&‘n Total Days:  [Total Units: |5mus: Draft ‘Acliwly/sub—Aclivilv: 3176 - Family Support |
A N N N A A O I I A A
NeharTwo ‘:':;‘3'519 ;’:;‘;g’;‘;ﬁqi:‘fﬁn Total Days: 0 |Total Units: 0 |S|alus‘ Draft ‘Acllv\ly/summlvlly‘ 3176 - Family Support |

Grand Total Units:

| Display 1to 2 of 2|
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The Virtual Gateway: EIM/ESM
- Cost Reimbursement SDR

Job Aid

Record
Service
Information

To record service information:

1. Access the Cost Reimbursement SDR Summary page.

‘Current Location: Billing: Invoice Search > Invoice Summary > Cost Reimbursement SDR > Cost Reimbursement SDR Summary

Service Delivery Report

» Service Delivery Header

» Service Delivery Summary P

Invoice #4149

Cost Reimbursement Service Delivery Summary

» Service Delivery Pattern

» Notes

Contract Identifier Number: DMRCLNTENROLL Contract Type: COST

Billing Period: 01/01/2007 - 013112007

*Sort By: | Client Name v|  Sert

Client

Enrollment |Budget

iR m:aRonnnnnz?INumber:

S Total Days: |Total Units: |Status: Draft

Activity/ Sub-Activity: 3176 - Family Support

The Record

Service Delivery Report

» Service Delivery Header

Current Location: BINNG: INVOICE SEArch > IMVOICE SUMMary > CoSt REIMBUrSEMEnT SDR > SErVICe DEIVETy SUmMary > RECOT SErvice Delvery

» Service Delivery Summary B

2. Click aclientid link.

Service Delivery page appears.

Invoice #

» Service Delivery Pattern

Contract #£DMRCLNTENROLL - 2007 -CT

» Hotes

Contract Identifier/lumber: DMRCLNTENROLL

Contract Type: UNIT
Record Service Delivery for Client #283519 : MeganTwo - Enroliment Id # BR0000002778

Service Period: January 2007

Location: AAA Provider Organization
Submission Date:

Status: Draft

Authorization Humber: Accounting Line Number:

Enrollment From: 12/01/2006
Total Service Days: 1

Offset Amount: [0
Offset Start Date: %

Total Invoiced Dollar
Amount:

Agency Area Office: DMR-North Shore Office

Enroliment To: 05292007
Total Units: 1

Offset Reason: | Select Below -
Offset End Date: E

Service Item Status: Draft

=
Comments: LI
Service Delivery Report Calendar
T[CORE | CORE s TORE |« [ FE (s [ FH|s [ FE
P o = P = 1 - Y - [ = | e = |
wl FHe el el Feel o Fo2 =
a[ [Elal [E= sl s FEls F=a =
w[ [Haxsl [ [Hax=l =
Copy Characteristics |  Save Draft

Service Delivery page.

4. Click | SaveDraft |

attendance information saved.

3. Enter number of service units and attendance codes on calendar.

Note: Attendance codes are a required part of recording services and may differ from
program to program. If client is sick or absent, enter a zero along with the status
attendance code. A key to the available codes is found at the bottom of the Record

The Cost Reimbursement SDR Summary page appears with the recorded time and

MeganTwo a:‘;;;sw i’:g}’,"‘n’g';’u’s;zﬁ:‘fgn Total Days: |Total Units: |Status:Draft |Activity/Sub-Activity: 3176 - Famiy Support
sapora] T T [ T T T T T [T T ]
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The Virtual Gateway: EIM/ESM

- Cost Reimbursement SDR Job Aid

Reporting | 10 reportservices:
Services 1. Access the Cost Reimbursement SDR Summary page.

‘Current Location: Billing: Invoice Search > Invoice Summary > Cost Reimbursement SDR > Cost Reimbursement SDR Summary
Service Delivery Report Invoice #4149

» Service Delivery Summary P
» Service Delivery Header Cost Reimbursement Service Delivery Summary

» Service Delivery Pattern

Contract Identifier Number: DWRCLNTENROLL Contract Type: COST
» Notes Billing Period: 01/01/2007 - 01/31/2007

Sort By: | Client Name = |  Sort

MeganTwo &‘;‘;3'519 ﬁir:;.nﬂ?ﬂeurs‘nﬂﬁ:‘:?:;r: Total Days: |Total Units: |Status:Draft |Activity/Sub-Activity: 3176 - Famiy Support |

BRI 7 N N N N I O

MeharTwo | Client EnoRen JB“"‘F‘ Total Days: 0 |Total Units: 0 |Status: Draft | Activity/Sub-Activity: 3176 - Family Support |
1d:282518  [Id:BR0000001S Humber:

Retun ToDrait |  Report Service |

2. Click __Report Service |

The Cost Reimbursement SDR page appears with the status of the SDR as Reported.

Current Location: Billing: Invoice Search » INvoice summary > Cost Reimbursement SOR

Invoice Invoice #4149

» Summary

» Personnel Summary Cost Reimbursement Service Delivery Report
» Invoice Assessment Contract

» Invoice Hotes \dentifierilomber PMRCLNTENROLL - 2007 - CT

Contract Type: COST
| » Service Delivery Report b Billing Period: 01/01/2007 - 01/31/2007

2176 - Family Support 3 ( [Reported )
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